	Application For Employment

LINKS NURSERIES LTD

	Please use black ink and BOLD LETTERS or typescript. Please refer to job description before completing this form.

	Position details

	Nursery Name:
	
	Advert Ref:
	

	Job Title:
	
	Location:
	

	Personal details

	Surname:
	Initial(s)

	Address:
	Telephone (home)

	
	Telephone (mobile)

	
	Telephone (business)

May we contact you at work?           YES/ NO



	Postcode:
	E-mail address:

	Qualifications and / or Training and / or Apprenticeship

	Only enter those qualifications and or training and or apprenticeship relevant to this post

	Qualification and/or Training and/or Apprenticeship
	subject
	Grade (if applicable) 
	Date gained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Membership of Professional Institutions (only complete if necessary to post)

	Name of institute
	Current status
	Date Achieved

	
	
	

	
	
	


	Present Employment

	Name and address of Employer:


	Date Commenced Employment:

	Job Title:


	Notice Required:
	Current Salary:

	Brief description of your main duties and responsibilities with an emphasis, where possible, on those areas most relevant to the job applied for.


	
	


	Previous employment (list in order, with most recent employer first)

	Please list all your previous employment, starting with your most recent employment first, detailing any gaps between employments with reasons (continued on separate sheet if necessary). 

	Dates
	Name and address of employer
	Job title and nature of work
	Reason for leaving

	From

DD/MM/YY
	To
DD/MM/YY
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Relevant skills, Knowledge and Experience

	Outline your recent experiences of working with children, include details of age of children, your responsibilities in that role and what you most enjoyed about the job.

Why do you think teamwork is important? Please provide an example of an occasion where you demonstrated good team work
What experience do you have working with the curriculum? (please mention: pre-birth to 3, curriculum for excellence, GIRFEC and SHANARRI)(N/A for bank staff)
Any other information you feel is relevant for the post.

Written Assessment
Please watch the following clip and write an observation about the activity shown using your knowledge of  Pre-birth – 3, curriculum for excellence, GIRFEC or SHANARRI(if you do not have access to a computer please state this below and you can complete if you are invited for an interview.) (N/A if applying for Bank Staff)
https://www.youtube.com/watch?v=uv5sYBm8v6o




	REFEREES

	Referees

1)
Name
________________________________

         Address
__________________________________________________




__________________________________________________


Tel No
___________________      Relationship
_________________

Are we able to contact this person prior to your interview?       YES             NO

2)
Name
_________________________________

         Address
__________________________________________________




__________________________________________________


Tel No
___________________        Relationship
_________________

Are we able to contact this person prior to your interview?       YES             NO

References will be sought from your most recent employer even if you have not given them as a referee.




	ABSENCE MANAGEMENT

	In the last 12 months how many periods of sick leave have you had?

In the last 12 months how many days sick leave have you accrued?




	Disability

	Links Nurseries ltd welcomes applications from applicants who assess themselves as having a disability and guarantees an interview to those individuals who meet the minimum requirements for the job. To help you, a disability is defined as a physical (e.g. mobility difficulties, hearing or sight impairments) or mental impairment (e.g. learning disabilities), which has a substantial and long term effect on a person’s ability to carry out normal day-to-day activities.
Do you consider yourself to have a disability?                              YES   □                       NO   □

If Yes, please outline how your disability would affect you in a work environment, and what, if any, type of aids, adaptions, equipment, or special arrangements you would require. 


	Rehabilitation of Offenders Act 1974 (exclusions and exceptions)( Scotland) order 2003

	The rehabilitation of Offenders act 1974 (Exclusions and Exceptions) (Scotland) Order 2003 applies to many of the posts within Links Nurseries ltd, particularly within Care and Education. Successful applicants for specific posts identified under the above legislation within Links Nurseries ltd which have been identified as being included under the Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Order 2003 will be required to submit a Disclosure Scotland Application (Police Check), the results of which might impact on your suitability to work in a particular job.

Applicants must also note that the initial cost of Disclosure Scotland is required from the applicant, all subsequent applications from successful candidates will be met by Links Nurseries ltd. 

	Protection of children (Scotland) Act 2003

	The protection of children (Scotland) Act 2003 provides for Scottish Ministers to keep the Disqualified from Working with Children List (DWCL). It is an offence for Links Nurseries ltd to appoint and for people to apply for a childcare post if they appear on the list. An Enhanced Disclosure Scotland check will be carried out for all childcare posts.

	Absence Management

	Links Nurseries ltd recognises it’s responsibility for the health, safety and welfare of it’s employees; however, it is also essential that Links Nurseries ltd identifies health problems at an early stage to allow it to respond effectively to actual and potential problems with service delivery. Therefore, all employees are expected to maintain an acceptable level of attendance and each department / nursery has a target attendance level- details of which will be discussed with you, if you are appointed. 


	Entitlement to work in the U.K


	If you are successful in obtaining employment with Links Nurseries Ltd. You will be required to provide evidence of your entitlement to work in the United Kingdom.

	Declaration (read carefully)

	I certify that all the information contained in this form and any attachments is true and correct to the best of my knowledge. I realise that false information or omissions may lead to dismissal without notice.
Signature: …………………………………………………………………………….

Date: …………………………………………………………………………………..



	

	How we use the information (read carefully)

	Links Nurseries ltd is a data controller in terms of the Data Protection Act 1998 and you have the right to ask for a copy of the information held by us in our records. You also have the right to correct any inaccuracies in your information.

If you are a successful in your application, Links Nurseries ltd will use the information you have provided on this form and any other subsequent attachments for HR administration, learning, discipline, absence management, career development, statistical and payroll purposes. If you are not offered a job, all documentation related to your application for employment will normally be confidentially destroyed after a period of six months.
Signature: ……………………………………………………………………………….

Date: …………………………………………………………………………………….


	Equalities Monitoring Questionnaire

	Links Nurseries ltd is an Equal Opportunities Employer an all applicants for jobs will receive equal treatment irrespective of their actual or perceived AIDS/HIV status or perceived association with an HIV Positive Person, age, civil partnership, colour, disability, ethnic or national origins, gender, marital status, nationality, race religion, sexuality, transgender/transsexual identity or social background

In order to help Links Nurseries ltd ensure its equal opportunities policy is being carried out, would you please provide the information requested below. This information will be kept in strictest confidence separate from your application form and used only for statistical purposes only. Please note, the provision of information in this section is entirely voluntary and if you chose not to do so, this will not be held against you when considering your application.

Thank you for your co-operation. 

	Position Details

	Nursery Name
	
	Advert reference
	

	Job Title
	
	Location
	

	Personal Details

	Age Group – please tick to indicate which age group you fall within
Under 25  □                  25-30  □                     31-40  □                    41-50   □              51-60   □               61+  □

	Please tick the appropriate box to indicate your sex
Sex                                                                  Female    □                                            Male  □

	Are you currently in paid employment:         Yes   □                                                   No   □

	Please show your ethnic origin by ticking one of the boxes below:
White

Scottish    □                   Irish    □                  Other White British   □                  Other White   □

Mixed      □

                             Any Mixed background, Please write in: ……………………………………………….

Asian

Indian    □                                  Chinese   □                              Other (South) Asian   □

Bangladeshi   □                                                                          Pakistani   □

Black

Caribbean   □                                   African   □                             Other Black Background   □

Other Ethnic Background: ……………………………………………………………………..


	Do you consider your self to have a disability?                            YES   □                               NO   □

	Are you already a Links Nurseries ltd Employee?                        YES   □                               NO  □

	Where did you see the post advertised?


	MEDICAL QUESTIONNAIRE



	Please complete this form.  The information you give is kept entirely confidential and is needed to ensure the safety of you and others.  Any points of uncertainty can be discussed at your interview.

First Name 
_____________________________

Surname 
_____________________________

Date of Birth  
________________________

Please circle if any of the following apply or have applied in the past to you.  Please give details below where appropriate.

Circulatory problems such as varicose veins, phlebitis, thrombosis

YES/NO

Heart problems such as angina, high blood pressure, heart attack

YES/NO

Diabetes










YES/NO

Epilepsy or fainting attacks







YES/NO

Skin disorders 









YES/NO

Recent operation or fracture







YES/NO

Any current Medication








YES/NO

Back trouble, arthritis, rheumatism






YES/NO

Injury to bones, joints, tendons, including wrist tendons



YES/NO

A claim for industrial injury etc







YES/NO

Any other significant health problems (eyes, hearing)



YES/NO

Please detail below any relevant Medical Details we should be aware of.  

________________________________________________________________________
· I hereby declare that the above information is correct to the best of my knowledge.

· I hereby declare that I am a fit candidate mentally and physically for a position in Childcare.

Signature: …………………………………………………………………………………………………………. 

Print Name: ………………………………………………………………………………………………………..

Date: …………………………………………………………………………………..


	SELF DECLARATION




Self-Declaration Form

Self Declaration (for completion by the Applicant)

Links Nurseries ltd is committed to the welfare and protection of children and has a duty to ensure the suitability of any individual who works with children/young people or vulnerable children under the age of sixteen years (eighteen years in the rest of the United Kingdom) nor bound over, placed on probation or a deferred sentence, or discharged either conditionally or absolutely in relation to such offences.  I also declare that I am not, to my knowledge, or have been, subject of an investigation in relation to such offences save as disclosed below.

Note: You are advised under the rehabilitation of Offenders act 1974 (Exclusions and Exceptions) (Scotland) Order 2003 applies to many of the posts within Links Nurseries ltd, particularly within Care and Education. Successful applicants for specific posts identified under the above legislation within Links Nurseries ltd which have been identified as being included under the Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Order 2003 will be required to submit a Disclosure Scotland Application (Police Check), the results of which might impact on your suitability to work in a particular job.

Applicants must also note that the initial cost of Disclosure Scotland is required from the applicant, all subsequent applications from successful candidates will be met by Links Nurseries ltd.
Please supply below details of any criminal convictions including cautions, deferred sentences, absolute discharges, bind over, probation orders, spent convictions and investigations.

	Date
	Offence
	Penalty/Disposal

	
	
	

	
	
	

	
	
	

	
	
	



	Date
	Offence
	Disposal

	
	
	

	
	
	


	Are you a person known by any Social Services Department as being an actual or potential risk to children?

Please tick YES               NO

	If YES. please supply details:



	Have you had a disciplinary sanction relating to inappropriate behaviour with children/young people/child abuse?

Please tick YES               NO

	If YES. Please supply details:





This form should be returned, marked “Private and Confidential”, DIRECT to:

THE NURSERY MANAGER
LINKSNURSERY

8 BALCARRES ROAD 

MUSSELBURGH

EH21 7SD 









                       CONFIDENTIAL
Previous Convictions 	





Previous police investigations (reported to the Procurator Fiscal)





Part V of the Police Act 1997 introduced a new system of disclosing criminal history information to individuals and organisations for employment and other purposes.  To this end the Disclosure Bureau was established within the Scottish Criminal Record Office (SCRO) for the purpose of issuing certificates under Part V of the 1997 Act.  This new service known as “Disclosure Scotland” is responsible for issuing certificates known as “Disclosures”, which will give details of convictions and/or other information, or indicate that there are none.





I hereby give my consent to the Links Nurseries ltd to carry out a check with Disclosure Scotland (if deemed necessary), (Costs to be borne by Employee, currently £20 @ April 2006,) and to take up references for the purpose of verifying the replies given in this declaration, including enquiries of any relevant authority.  I also understand that failure to disclose in full matters as required in this declaration will result in immediate suspension of my work with children in the nursery and the likelihood of my services.








Signed by the Applicant:





Date:





Print Name:











Links Nurseries ltd
Application form
February 2015

